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RECORDS MANAOEMENT STATY
CUTLINE OF PR0GRAR FOR PE:TOD
Jenmary 1, 1956 - Juna 30, 1956

1. Records a. Conduct Recerds Disposition ‘urvey and
Disposition Prepare Records Control Schedule, OCR

b, Review and “pprove Recoxrds Cortrol Sche-
dule, Orfice of Comptroller

¢e Revise Records Centrol “chedule, Office of
logistice ‘

d. Conduct Records Meposition Survey and Pre-
pare Revords Contral Tchadule, Office of MD/%

e. Conduct Records Dlgposition “urvey and Prow-
pare Records Contrel Schedule, Executive

f« Complete Records Control Cchedule, Management
Bale FOIAb3b1

g« Post Audit Records Maragement Progren, [N

Ry Post Andlt Records Disposition Program, Yedical

i. Prepare the following Ouldes for use of ‘rea
Revords Officers:
1. Retiring Records to Records Center
2, Seheduling Your Records
3¢ Bvalunating Tour Records
ks Inventorying Your Records

3 g;'%lm flecords Tisposition urvey, Office of

k. Oomplate Pecords Disposition Survey, OCI

1. Complete Hecords Disposition “urvey, Office
af Personnel
B mplete fecords Disposition Survey, Office

of Trainirg

n. Jonduot fecords Dispoeition Survey and Prepere
Begords Centrol ‘chedule for "BA Division, I1/p
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1;» R’Q'ﬂﬁrﬁs Qe
Disposition {eont'd)
P
2. W‘hﬂ Ay
Mansgement |
be
Ca
3, Correspondente 2,
Hanagement
be
D
de
LY
he Vital Materials 8o

Sanitized - Approved For Re
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Raview and approve Records Comtrol Schedule
Office of Commmnications

Post sudit all Records Contrel Schedules

PD/% Area - Corplete the screeming of inven-
tories; identify reperts vhich are juestion-
sble, and work with Area Records Officers on
mmm or revising thesey provide neces-
sary regulations and procedures to install
the nrogram.

B/I Area - &mim the screening of inven-
tovies; identify reporte which are question-
&bl and work with Area Records Offieers on
elimimating or revising theseg provide necose
sary regalations and nmceﬂma to instald
the program,

m control and index of agency-wide
ropirements; develop necessary

reguht« pme&uras and guides foxr ‘rea

Records ﬁffieerm

Complete Dispatch Format and Procedure Project
providing for use of revised forms and hecto-
w magters; prepare rogulations and proce-

i

Complete procedurs and regulation for report-
ing and recording designations or revocations
of &'ﬂ.ﬂ!ﬁ)’i@u

In sonjunction with 07'fice of Training, assist
in presenting cor a?nﬁam& management toch-
niques to scheduled training classes,

Anslyze reading files in RI/DD/P to determine
i1f tranemittel memwranda can be eliminated,

Develop correspondex of administr.tive requests
srd Heports,

Tevelop Vita)l Materials Qem!ﬁ.t Schedules for:
1. Management Staff
2., o®R
3, Office of Comsptroller




he

5e

6.

it
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Vital Materiasle (comt'd)

b.

Forms ¥enagement E: 0

File Standards

-2

Ca

de

L

Re

be

Le Medical Staff

S. 0Office of “senrity

6, Office of Basie Intelligence

7. 0Office of Current Intelligence

8, Office of Scientific Intelligence
9., Office of the ND/I

10, Office of Centrsl Eeference
11. Office of Training

12, The Cable Secrstariat

Estsblish tahulaiing machine regquirements
for Vital laterials flepository.

esign forme and procedures for reguesting
materials from Vitel Materials vaunlt and
for reeording charge outs from filse.

Prepare Handbook and standards for select-
jen and deposit of vital meterials,

Provide for designation and training of
Emergency Records Officers at Gepository.
Develep uniform Clandestine Services Ine
formation Heport for IAC agenc’es.

Develop standard Inter-Agency Lihrary lean
form for all IAC agencies.

Continuc the development and application of
N,C.R, paper to approrriate agenny forms.

Devalop Handbooks, brochures, regulations

-and other material for use of iroa Records

Qfficers.

Provide services for the development of newn,
revised and reprinted agency forms,

Dpvelop brochure illustrating comparative
eost of £iling supplies,

Establish inventory of agency Mling equip-
ment by major agency offices, '

Complete devslopment of standsrde for the
procurement of 81l types of filirg squirment,
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6, File Standards {cont'd) d,
7. Record Sfystems a.
by

Ca

d.
fe
8, Hecords Management 8.

Progrem "evslopment

b.

Ce

de

Complete evaluation of Tesk Tray ;arm
and take necessary action,

Complete installation of the racords By -
tem in the Office of "xescutive issistant
to the Tirector.

Gomplete the installation of the records
system in the Cable Sscretariat for
controlling Cables,

Prepare handbook on ¥sil Contrel.

Survey Cable logring and receipting resuire~
monts throughout the Azency.

Revise courier receipt -ystem,

Participate with Office of Irsining in
presenting suhject-mmeric filing system
to personnel at scheduled training courses.

Provide for training of at least two Staff
Analyste at the institute on ‘ecords ¥enave-
@ at the National ‘rchives June 1828,
1956,

Yontinue the attendance of staff analysts
and Hecords Officers at monthly Intere
Agenoy Records Administration Conferences,
Conducted by the National “rehives and
decords Service,

Visit at least two industrisl congcerns which
have an active Vital Haterisls Program,

Arrange with the Offloe of Training for pre-
sentation of Recorde Mznsgement Progrir at
scheduled training courses, vhere appropriate,

Engourage Operating O0f7iclals to assume more
of the responsibilities for their respeciive
records mansgenent programs; each major
effice should see that at lesst one high
grade official devotes full time to records
managament "unctions,

Sanitized - Approved For Relm

CIA-RDP70-00211R(0020014




S

Sanitized - Approved For Release :
CIA-RDP70-00211R000200140012-0

Reco anagemert r. Develop criteria for
o evel * ment of the igency reco

Prograi.

Develop plans for
8 for 1;54:#.1!: files in

Develop staff study for incresse in
he present records center fzoilition,
levelop necesssry regalations,
L etks and other Instructionsl
for administration of records nanage-
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overall measureée
rds management

"staging arca" spsce
new tuilding.

mt‘aﬂal



